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SUBJECT : Training Policy and Procedures

25X1A

A DP/I'Hotice 25-410-1, Training at Non-CIA Facilities Under
Public Law 110, 22 December 1953

ORR Regulation 50-13, Required Reports, 12 June 1953

ORR Regu?ation 10-6, Security Concurrences and Clearances
244 October 1955 €9

RESCISSIONS: /OQ Motice 11-55, Policy, Procedures, and Deadlines for
Submitting Training Requests, 24 Pebruary 1955

/ORR Motice 15-53, Hon-CIA Training, After Hours, Aiency
buh¢idiu1d L( February 1993

/ ORR Notiee (-%5, Self-Sponsored Training, i February 1955

/ORR Regulation 22-1, Attendance at Professicnal Meetings,
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1. FURPOSE

a. To prescribe trai~ing nelicy as 't affects ORR persornel.

b. To furnish procedural guidance to ORR personnel in tke preparation
and submissiorn of tredining reguests, reguired troining reports,
and withdrauals from training courses.

c. To prescribe the policy for ORR attendemce at professional meetings.

d. To assign responsibilities as appropriate.

2. POLICY
a. Training
(1) It is the policy of ORR to develop maxirmum competence in all
skills having direct or indirect bearing on ORR's capability

to meet its responsibilities in the intelligence cammunity.

{(2) A1 personnel have a responsibility to maintain their
professional competence at a maxirnm.

(2) In recognition of the principle that 1line supervision has
primary respensiblity for the successful accompiishment of
the mission of the Office and the gppropriate employment of
serconnel tc this end, all supervisory levels will be
provided guidance as to:

{a) limitations on time allocated to sponsored training;
(b) selecticn of personnel for sponsored training;

{c) changes in Office, Area, or Division objectives which
may reqiire special or specific training; and,

{d) policies pertaining to training which may originate
above the Office level.

4 (i) Office spousorship for training can take several forms, e.g.,
i artive encouragement of individual initiative, subsidization
' of perscnnel by granting leave to undertake training designed
to improve the individual's value to the 0ffice and/or the
Agency, or recommendations to the Office of Training that the
Agency subsidize training to f£ill requirements of the Office
or Agency. ’
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(5) Praining will normally be provided by the Agency only for
individuals:

{a) who declare their intention to make a carcer of
service with the Agency;

(b) whose projected training will benefit the Agency
either by increasing their cepability to perform
their duty assigrments more effectively, or by
preparing them to undertake specific duty assigoments
requiring greater skill or respopsibility.

(6) Sponsored training will not include ecademic work under-
taken sclely for the purpose of qualifying for degrce
candidate status or to meet degree requirerzents. The
Agency will not sponsOor persons for progrens in which
thesis writing (to meet degree requirerents) is the major
cbjective.

(7) Sponsorship to training courses at local universities will
normally be limited to courses conducted during other than
duty hours. )

b. Attendance at P~cfessional Meetings

(1) Expenses of travel in conmection with, and expenses incident
to, attendance at meetings of professionai, technical,
ccientific, and other similar organizations will be paid b
the OPfice only when such attendence is determined to be ©
penefit to the work of tne Office end Agercy. Atteriance
at such meetings will be on a highly selective basis.

The meetings and persconel to attend will be egpproved by
the Assistant Director or his designee.

y

() Official duty ctatus of selected personnel may be anthorized,
in compliiance with security requirements, by the Chief of
the Administrative Staff cn the recommendation of the Area
Chie® for those persons attending professional meetings
at their own expense for the purpose of rairtaining their
professional corpetence and standing.

3. PROCEDURES

a. Requests for Internal Training

(1) Gereral

(1) A1l applications tor internal training {(except language
geminars) will be submitted on the green training

-3
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ques* for Internal Training
in three {2 copie . Porms will be provided by the
OFR Training Officer upon request.

requect, I'mrm Mo, 7 Re

37

The need for the proposed training will be discuscsed
ty the applicant and his supervisor. Information
regarding the proposed training program will be
furnished by the ORR Training Officer, Ext. 4533, upon
request.

Forn No. 73 will be completed as follows:

Block £&: Complete only when applying for the
lnfc1lvgence Orientation Course.

Block 11 ref fers to the trainee's supervisor at Branch
Chief Lpnel, or higher.

Blocks 12, 13, ard 21: Ieave blank in all cases.

Block 1h: TInelude a concise statement regarding the
applicant’s duties and the cbjective to be met in the
training program.

Bleck 15: Toclude miiitary service and significant

prn-pIA empioyment.

Block 1€: TIntelligence Activities - Include intelligence
cccupatiornai history,

Intelligence Truining -~ Include courses, i.e..
Basic Orientation Ccurse, Military Intelligence Training,
ete. Do nct leave the spaces blank; 1f no activities
or training have been participate. in, typs "None".

Block 19: Give the full course title and if known, both
tre starting and ending dates of tne program.

Bleock 22 should contain the signature of the first-line
Sucervisor {PBranch or Staff Chief).

Block 23 should contain the Division Chief's signature,
or deolgnee, followed by the initials of the responsible
person in the Office of the Chief, Economic Fesearch

or Thief, CGesographic Research.

Block °4 is to be signed by the ORR Training Officer or
OKR T Prajninb Idaiscn Officer. :

-
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(2) Language Training

fa)

(v)

Ianguare Seminars:

A1l applications will be cubmitted in three copies
on the mimeggraphcd form "Application for Foreign
language Conversatior Seminar”. Forms will be

provided by the ORR Training Officer upon reguesi.

Other language Training:

1.

(0]

Tanguage Antitude Test: All personnel will taxe
the larguage Aptitude Test before participating
in their first Agency-gsponsored lunguage training
program. The test may be arrarced by contacting
the ORR Training Officer, Ext. 4933, at least five
weeks before the starting date 7 the course.
Personnel anticipating language training are
arged to take the test at treir earliest convenience.
When submitting a request for langrage training,
indicate in Block 7 of the green training request,
Form No. 73, that the Lenguage Aptitude Test has
been completed.

Pre-languasze Training Interview: The applicant for
lenguage training will arrange for an irterview with
the instructor at irast three weeks pricr to tne
starting date of *he course, excepy for:

a., individuals starting an elemeniary language
course, Cr,

b. ;ndividuals anplying for Phase II c¢f a course
(within six rpnths after having completed
Phase I).

The interview may be arranged by calling Ext. 4533,
or by calling the instructor direct. The zpplicant
will have the instructor cign the green training
request in Bleck 15 at the time of the interview.

(3) Deadline for Submittal of Internal Training Requewts

(For exceptions, see Section 6)

Requests for internal training courses will be surmiived
through channels (Division or Staff Chief, Area Chie?

in sufficient tirc to be i- tre hamas of *thke SRR Training
Officer at ienst two ard cno-hall weeks p-ior 6o Lhe starting
date of the nromosed o o] COUTse,

pw
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b. leguests for Agency-sponccred sxiernal Training

f1) Cenerai

(2) A1l spplications fcr figency-sponsored external training
will be submitted on the 2cng, vhite tissue training
request, Porm Io. ©1-133 {or the reviced Form Ho. 136):
"Request for Trainirg at Ton-CTA Facility”, in 10 copies
through channels (Division or Staf? Chief, Area Chief)
to the OKR Training Officer.

(b) Criteria as established in the "POLICY" section of this
regulation rmst be ednered to. fpplicants are urged
to discuss the proposed training with their supervigor
end the OFR Training Officer before submittal of the
training requ-st

(c) Form To. 51—133 o Iole 4 £) wiil n2 comleted as Pollous:

Plock 14: Crock to insure that all information reguested

is included,

Block 15: Be specific regarding the cijective to be

ret by the requested training. General statements, i.e.,
"To further trainee's knowledge of econcmics, ete.”

ere nct acceptable,

Block 16: State concisely the relationship of the
requested training to the trainee's acsigmment,

Block 17: Include a statement of any previocus training
in the field of the training requested,

Block 23: Iine Supervisors wilil indicate concurrence
by initialling,

Block 2h:

1. Above the heavy line, type:

Approval (pot) recommended
ORR CARHKER SERVICE BOARD

2.- Below the heavy line, type the appropriate statement:

"Ho special security or cover arrangements required
in the foreseeable future.”

- Oor -~

"Special security and cover arrangements are
: required.” '
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3. "pi rectly under "Signature of urfice Head”, type

t,t rame cf the AD/RR.

(2} Deadliires for Submittal -~ External Training Requests -
Ag~ncy Sponsored (For exceptions, see Section 6 )

The fully-completed application for Agency-sponsored external
trdlninb will be submitted through channels in sufficient

ime to be in the hand; of the ORR ”ralllnp Officer as in-
dlcated below:

(a) For part-time training courses, at jeast T weeks
before the startirg date of the ccourse. In the
event a course is not announced withir this time 1limit,
training requests will be submitted irmediately upon
such arncuncement and special arrangements will be
made with tne ORR Training ILiaison Officer.

(v) For parn-time tutorial inst truction or special classes,
at least *‘wo month: before the starting date of the
course, Aangd,

{c} For full-time training at least one month before ithe
deedline set by the Cifice of Trairing.

~~
(U]
A od

Required Reportis

Upon completion of an external Agency-sronsored training
program ai a Non-CIA facility, all trainees will submit a
report th”ouph cr.anrels to the ORR Training Liaisen Ofticer.
In the event a program coriinues for more than cne scmes®ter,

a report will be submitied at the conclusion of each semec: Lol

The report willi be supmitted in four ccriuvs or Form No. 1049
"Report of Training at Go,ernme' Exp-nse", provided ty the
ORR Training O7%1icer,; Bxt. 4523

WITPDRAWAT, FROM AGENCY-SPONGORED TRATITING PROGRAMS
d

Tmmediately upon determiration that an individual must withdraw from
any Agency-sponsored training courses(s), a written request for
permicsion to withdraw rust be aubmitted by the trainee’s supervisor,
through channels {Divisicn or Staff Chief, Area Chief, Administrative
Staff), to the Director of Training. The request will inciude:

a. Course title, inclusive dates of course, lccation of training
facility, and insiructor's name,

b. A brief, concisc statement outlining reason(s) for withdrawal

Actusl withdrawal fram an Agency-sponscred training course will not
e effected until notification of Jyprcfal oy the Director of Training.

Sy g
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SELF-SPONSORED TRAIRIEG

a. Irdividuals desiring to fzke training at tkeir own experse are
reguired to subrit a reguest for security cleararce In coanfcrmance
with Office Regulation RiG-cC.

b. Personcel of ORR frequertly unlertake self-sponsored training
activ'ties which conttibute materially to their backgrournd and
over-all offectiveness. The Office copy of the security clearance
request shows trat such trairing was conterplated, but rot that
it was completed nor does it indicate the degree of success (grade
or other ipdicatior.) achieved. Persons who have undertsken self-
sponsored training are therefore invited to report the recsults
of tkat work to St/A for inclusion in official Agency records.
FPorms “or this purpose will be sent by the ORR Trairing Officer
+to individuals whose training records indicate they bhave completed
his trairing. This will insure that the results of self-sponsored
trairning 4111 receive consideration in any contemplated personnel
actiorn.

€. EXCEPTIORS

Exceptions to the provisions of this reguiation ray bz granted under
certain circumstances. Requests for exceptions should be discussed
with the ORR Training Liaison Officer prior to submission ol tre
training reguest for formal approval. Justifications for such exgept-
jors may, at the discretion cf the ORR Training liaison Officer, be
required in writing.

-

f. REQUEST FOR TNFORMATION

For further information reparding training progrars and procedures,
eontact the ORR Training Officer, Room 1007, "M" bBui ling, Ext. 4533,

25X1A9%9a

IR Distribution No. 3B
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